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U. S. Departnent of Justice
Federal Bureau of Prisons

Change
. DI RECTI VE AFFECTEDE 5251. 05
Notice CrANGE NOTI CE NUVBER: 8251 05

1. PURPGSE AND SCOPE. To incorporate an Executive Staff
deci sion and Review of Function Initiative 559DXC.5 into the
Program St atenent on | nmate Wrk and Performance Pay Program

2. SUWARY COF CHANGES. This revision nodifies inmate work
procedures. Specifically, the revised text instructs staff to
conplete quarterly work eval uations for inmates whose work
performance i s "above average."

Mont hly work eval uations are still required for all other inmates
whose work performance is "average or bel ow average." Al

inmates will continue to be paid nonthly based on grade

assi gnnent and nunber of hours worked.

3. ACTION. File this Change Notice in front of the Program
Statenent on I nmate Work and Performance Pay Program

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

Program s 52 os

DATEE 12/ 31/ 98
Statement SUBJECT:  [nmate Vork and

Rul es Effective Date: 12/7/98

1. [PURPOSE AND SCOPE 8545. 20

a. The Bureau of Prisons operates an inmate work program
withinits institutions. To the extent practicable, the work
program

(1) Reduces inmate idleness, while allowing the inmate to
i nprove and/or devel op useful job skills, work habits, and
experiences that will assist in post-release enploynent; and

(2) Ensures that activities necessary to maintain the day-
t o-day operation of the institution are conpl eted.

Sentenced i nmates who are physically and nentally able to work
are required to participate in the work program \Wen approved
by the Warden or designee, drug treatnent progranmm ng, education,
or vocational training may be substituted for all or part of the
wor k program

b. The Warden may recogni ze an inmate's work performance or
productive participation in specified correctional prograns by
granting performance pay. ]

2. PROGRAM OBJECTIVES. The expected results of this program
are:

a. Each physically and nentally able inmate will be assigned
to a work programand performa work activity that contributes to
the orderly operation of the institution.

[ Bracket ed Bol d- Rul es]
Regul ar Type - Inplenenting Information
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b. Necessary institution operations and services will be
i nproved through the use of inmate work.

c. Inmate work performance will be evaluated and the
evaluation will formthe basis for awardi ng Perfornmance Pay.

d. Inmates who work well or otherw se successfully participate
in self inprovenment progranms, wll receive nonetary awards and
ot her recognition.

e. Inmate idleness and disciplinary code violations resulting
frominactivity will be reduced.

f. Inmate job skills, work habits, and marketability upon
release wll be inproved, increasing the likelihood of successful
post -rel ease enpl oynent.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

PS 5251. 04 | nmat e Work and Performance Pay Program
(1/11/96)

b. Directives Referenced

PS 1040. 03 Non-Di scrim nation Toward | nmates (4/6/94)

PS 1600. 07 Cccupational Safety and Environnmental Health
(5/ 30/ 96)

PS 5215. 04 Youth Corrections Act (YCA) Inmates (9/23/93)

PS 5300. 18 Cccupational Education Prograns (12/23/96)

PS 5300. 17 Education, Training, and Leisure Tinme Program
St andards (9/ 4/ 96)

PS 5322. 10 Cl assification and Program Revi ew of | nmates
(9/4/96)

PS 5324. 03 Sui ci de Prevention Program (5/3/95)

PS 5330. 10 Drug Abuse Progranms Manual, Inmate (5/25/95)

PS 5350. 25 Literacy Program (GED Standard) (9/29/97)

PS 5380. 05 Fi nanci al Responsibility Program |nmate
(12/ 22/ 95)

PS 7331. 03 Pretrial Inmates (11/22/94)

PS 8120.01 FPI Wbrk Prograns for Inmates (3/27/95)
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c. Rules cited in this Program Statenent are contained in 28
CFR 545.20-31 and in 28 CFR 39. 1083.

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4265, 3-4394, 3-4395, 3-4396,
3-4397, 3-4398, 3-4400, 3-4403, 3-4404, 3-4407

b. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-3E-04, 3-ALDF-5A-01,
3- ALDF-5A-02, 3-ALDF-5A-03, 3-ALDF-5A-04, 3-ALDF-5A-05,
3- ALDF-5A- 06, 3-ALDF-5A-07, 3-ALDF-5A-08, 3-ALDF-5A-09,
3- ALDF-5A- 10, 3-ALDF-5A-12, 3-ALDF-5A-13, 3-ALDF-5A-18,
3- ALDF-5A-19

c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO5A-01

d. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Programs: 1-ABC 3D 04, 1-ABC-5A-01
1- ABC-5A-02, 1-ABC-5A-03, 1-ABC-5A-07, 1-ABC-5A-07

5. PRETRI AL/ HO.DOVER AND/ OR DETAI NEE PROCEDURES. Procedures
specified in this Program Statement do not apply to pretrial and
I NS Det ai nees, unless the inmate waives his or her right not to
wor k. The handling of holdover inmates in regard to the Inmate
Wor k and Performance Pay Program shall be addressed in the
Institution Supplenment at the Warden’s discretion. Additional

i nformation regardi ng the managenent of these inmates is
contained in the Program Statenent on Pretrial |nmates.

6. [DEFI N TI ONS 8§8545. 21

a. Physically and Mentally Able. For purposes of this
rule, this shall include inmates with disabilities who, with or
wi t hout reasonabl e accommobdati on, can performthe essenti al
function of the work assignnent. ]

A nore conprehensive definition of a physically and nental ly
able inmate is contained within 28 CFR 39. 103.
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[b. Institution Work Assignnent. A work assignnent which
contributes to the day-to-day operation of the institution (e.g.,
carpentry, plunbing, food service).

C. Industry Assignnment. A Federal Prison Industries (FPl)
wor k assi gnnent .

d. Comm ssary Assignnment. A Trust Fund work assignnent.

e. Full-Time Work Assignnent. A work assignnent to which an
inmate i s assigned for the entire schedul ed work day.

f. Part-Tinme Work Assignnent. A work assignnent to which an
inmate is assigned for only a portion of the schedul ed work day.
Part-time work assignnents are ordinarily made in conjunction
wi th drug treatnent progranm ng, education, and/or vocational
trai ni ng prograns.

g. Medically Unassigned. An inmate who, because of nedi cal
restrictions, is unable to be assigned to any work program

h. Light Duty Work Assignnment. A work assignnent in which an
i nmat e may, because of physical limtations, tenporary or
otherwi se, only performlimted work functions, e.g., sedentary
wor k, no prolonged standing, no lifting over 25 I bs., etc.]

7. [LNSTITUTI ON WORK AND PERFORVMANCE PAY COWM TTEE 8545. 22

a. The Warden at each Bureau of Prisons institutionis to
establish an Institution Inmate Wrk and Perfornmance Pay
Committee to admnister the institution's work and performance
pay program The Commttee is to be conprised of an Associ ate
Warden, the Inmate Performance Pay Coordi nator, and any ot her
menber (s) the WArden consi ders appropriate.]

The Warden shall appoint an I nmate Perfornmance Pay Coordi nator
(IPPC) who is a full-tinme enployee, and who ordinarily serves at
a departnent head level. The institution Controller shal
normal ly serve as either the IPPC or as a conm ttee nenber.

[b. The Conmttee is responsible for approving the foll ow ng
aspects of the institution's inmate work and performance pay
program
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(1) Nunber of inmates on each work detail
(2) Nunber of pay grades in each detail

(3) Job descriptions;

(4) Performance standards;

(5) Budgeting for special act awards; and,
(6) Bonus pay/special bonus pay procedures.]

The Inmate Work and Perfornance Pay Conm ttee ensures that the
institution conplies with all Program Statenent requirenents.

8. [ LNMATE WORK/ PROGRAM ASSI GNVENT 8545. 23

a. Each sentenced inmate who is physically and nentally able
is to be assigned to an institutional, industrial, or comm ssary
wor k program Exception shall be nmade to allow for inmate
participation in an education, vocational, or drug abuse
treatnment program on either a full or part-tine basis, where
this involvenent is nandated by Bureau policy or statute (for
exanple, the Literacy Progran). Were such participation is not
required by either policy or statute, exception nmay be nmade to
allow an inmate to participate in an education, vocational, or
drug abuse treatnent programrather than work full-time upon the
request of the inmate and approval of the Warden or designee. ]

The inmate's unit classification teamordinarily makes work and
program assi gnnent s.

[b. A pretrial inmate may not be required to work in any
assignnment or area other than housekeeping tasks in the inmate's
own cell and in the community living area, unless the pretrial
i nmat e has signed a waiver of his or her right not to work (see
28 CFR part 551, subpart J).]

28 CFR part 551, Subpart J is referenced in the Program
Statenent on Pretrial Inmates. Although pretrial inmates are not
required to work, an option is available to themvia the Prison
System Pretrial Inmate Wbrk Wi ver/ Notice of Separation form
(BP-S203) (Attachnment A) in the Program Statenent on Pretri al
| nmat es.

[c. Medically unassigned inmates may be required, to the
extent nedically possible, to perform housekeeping tasks in the
inmate's own cell and in the comunity living area.
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d. In making the work and/or program assignnent(s), staff
shal |l consider the inmate's capacity to learn, interests,
requests, needs, and eligibility, and the availability of the
assignnment(s). An inmate's assignnent shall be made with
consideration of the institution's security and operati onal
needs, and should be consistent with the saf ekeeping of the
inmate and protection of the public.]

| nmat es shall be sel ected and assigned to industrial prograns
in accord with the Program Statenment on FPI Wrk Prograns for
| nmat es.

Appropriate work assignnments for otherwi se qualified i nmates
with disabilities who, with or w thout reasonabl e accommodati on,
can performthe essential functions of an avail able work
assignment are not to be denied such an assignnent solely on the
basis of the disability. Staff shall not discrimnate against or
preclude qualified inmates with a disability fromparticipating
in wrk prograns. The inmate's safety and ability to function
satisfactorily at a particular work assignment, however, nust be
consi der ed.

Staff may not discrimnate against an inmate on the basis of
race, religion, sex, national origin, disability, or politica
bel i ef .

9. [LNVATE WORK CONDI TI ONS 8545. 24

a. The schedul ed work day for an inmate in a federal
institution ordinarily consists of a m ninmum of seven hours.

b. An inmate is expected to report to the place of assignnent
at the required tine. An inmate may not | eave an assi gnnment
W t hout perm ssion.

c. An inmate, regardl ess of assignnent, is expected to perform
all assigned tasks diligently and conscientiously. Disciplinary
action may be taken against an i nmate who refuses to work, who
ot herwi se evades attendance and performance standards in assigned
activities, or who encourages others to do so.

d. Work, vocational, and education prograns are to neet the
appropriate m ni num standards for health and safety. Safety
equi pnent is to be avail abl e where needed. ]
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Qualified staff (for exanple, the work supervisor) are to nake
weekly health and safety inspections of work, vocational, and
education program areas. The Safety Oficer is to make a nonthly
i nspection of these areas.

[e. An inmate is expected to performthe work assignnent in a
saf e manner, using safety equi pnent as instructed by the work
supervisor. In the event of any work related injury, the inmate
shall notify the work supervisor so that appropriate action (for
exanpl e, nmedical attention, and subm ssion of necessary reports)
may be taken.]

See the Program Statenent on Occupational Safety and
Environnental Health for further information.

10. [ELIGBILITY FOR PERFORVANCE PAY 8545. 25

a. An inmate may receive performance pay for acconplishnments
in one or nore of the follow ng areas:

(1) Institution work assignnent; ]

An inmate assigned to an industrial work program does not
recei ve Performance Pay but is paid in accordance with
establ i shed Federal Prison Industries (FPl) pay grades (see the
Program St atenent on FPI Work Prograns for Inmates). An inmate
assigned to an FPI work program who additionally participates in
a non-industrial work assignnment or program and does not receive
FPI pay for this participation, is eligible for Performance Pay.
An inmate may not receive both FPI pay and Performance Pay for
the sane activity.

| nmat es sel ected as sui ci de conpani ons shall receive
Perfornmance Pay for tinme spent nonitoring a potentially suicidal
i nmat e.

[(2) Literacy program (GED) participation;]

The Program Statenent on the Literacy Program (GED St andard)
identifies the educational standard to pronote an innate above
Grade 4 Performance Pay | evel.

[ (3) Apprenticeship training; and]
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An inmate may receive Performance Pay for involvenent in an
apprenticeship training program An i nmate whose performance in
apprenticeship training neets the institution's criteria for
Performance Pay may not be excluded fromreceiving Perfornmance
Pay just because the inmate is in apprenticeship training rather
than a nore traditional institution work assignment. The intent
is to encourage inmates to participate in vocational training
activities. The Superintendent of Industries or the rel evant
departnent head, after consulting with the Supervisor of
Education, shall determ ne the rate of pay.

For FPI apprenticeship prograns, an inmate may receive
Performance Pay for classroomtraining that is relevant to, but
not a part of, the work assignnent. An inmate participating in
ot her non-industries apprenticeship progranms may be awarded
Performance Pay for both the classroomand trades skill training
conponents of the program in accordance with the institution's
regul ar Performance Pay system

[ (4) Vocational training courses (approved by the Bureau of
Prisons as certified vocational training instruction).

b. An inmate is eligible for performance pay fromthe date of
work or program assignnment. An inmate is eligible to receive
performance pay for each nonth that the inmate's performance
justifies such paynent. ]

Mont hly Performance Pay awards are to be granted to reward work
per formance and/or program progress. An inmate may not be denied
Perf ormance Pay because of withheld, forfeited, or disallowed
good ti ne.

[c. An inmate who refuses to participate in the financial
responsi bility programshall not ordinarily receive perfornmance
pay above the mai ntenance pay |evel, or bonus pay, or vacation
pay in accordance with 28 CFR part 545, subpart B.]

28 CFR part 545, subpart B refers to the Program Statenent on
the Inmate Financial Responsibility Program

[d. An inmate who refuses participation, withdraws, is
expel l ed, or otherwi se fails attendance or exam nation
requi renents of the drug abuse education course shall be held at
the | owest pay grade (Grade 4).]
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11. [ PERFORVANCE PAY PROVI SI ONS 8545. 26

a. The Warden shall ensure that all institution work
assignments have standardi zed work descriptions. Each inmate
work position is assigned one of four pay grade |evels. Factors
to consider in assigning a grade level to the specific work
position include the position's educational and vocati onal
requi renents, physical demands, working conditions (exposed to
dusts, odors, etc.), and the degree of responsibility held by the
inmate worker. The inmate assigned to a specific work position
shall sign, and, if requested, receive a copy of, that position
description.]

The Warden ordinarily assigns an Associ ate Warden to ensure
standard job descriptions are devel oped. The Inmate Position
Description Standards (BP-S574) (Attachment A) provides the
format to be used for these job descriptions. The departnment
head, with input fromthe work assi gnnent supervisor, reconmends
a grade for each inmate work assignnment position. The
Performance Pay Conm ttee nmust approve the job description and
grade assignnent. The IPPC shall maintain all approved position
descri ptions.

An inmate work assignnent’s pay grade is based on the degree of
skill and supervision required for the position and the
position's inpact on the institution conpared with other inmate
wor k assignnments. For exanple, a Gade 1 position nust be a
skilled position which has institution-w de inpact and requires
m ni mal supervision. Gades 2 through 4 require | ower skil
| evel s, greater supervision, and have | ess inpact on the
institution. Sone details may have several pay Grade 1 innmates,
whil e other details may not have any pay Grade 1 positions.

Mai nt enance Pay may be used as tenporary conpensation for
i nmat es who perform satisfactory work but, due to overcrowded
conditions, are assigned to work details in excess of their
allotted inmate work positions. Odinarily, Miintenance Pay
should be a nonthly flat rate, payable when an inmate has wor ked
two weeks or nore on a job assignnment. If the inmate has worked
on a Mai ntenance Pay job assignnent for |ess than two weeks, it
shoul d be prorated based on the nunber of hours worked for a
particul ar week.
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[b. In recognition of budgetary constraints and for the
ef fecti ve managenent of the overall performance pay program the
percentage of inmates assigned to each grade level is
approximately as follows (Grade 1 is highest pay):

Gade 1 - 5% of the institution's allotted i nnate work
assi gnnent s;

Gade 2 - 15%of the institution's allotted i nmate work
assi gnnent s;

Gade 3 - 25%of the institution's allotted i nmate work
assi gnnent s;

G ade 4 - 55%o0of the institution's allotted i nmate work
assi gnnents.

c. An inmate may receive performance pay only for that portion
of the nonth that the inmate was working. Performance pay nmay
not be awarded retroactively.]

The effective date of the award shall be the date of approval.
Ordinarily, pay periods shall be set by the cal endar nonth (first
to | ast day).

[d. An inmate is eligible to receive performance pay only for
t hose hours during which the inmate is actually perform ng
satisfactory work or actively participating in an education or
vocational training program Absences froman inmate's schedul ed
assi gnnent for such reasons as call-outs, visits, sick call,
interviews, or meking tel ephone calls shall be deducted fromthe
mont hly nunber of hours worked and will accordingly reduce the
anount of pay received by the inmate. Any exception to such
reduction in pay nust be approved by the Assistant D rector,
Correctional Programs Division, Central Ofice.]

The work assignnent supervisor shall use the Performance Pay
Daily Record (BP-S575) (Attachment B) to accurately record the
actual number of hours (including partial hours) each inmate
wor ks or participates in the assigned program

An exanpl e of an exception case m ght include participation in
a large scale research project (requiring scheduled call outs for
i nmat e- subj ects) that benefits the Bureau or the community. 1In
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this circunstance, Wardens are to provide a nenorandumto their
Regional Directors with a rationale for exenpting an i nmate(s)
from Perfornmance Pay reduction procedures. |If the Regional

Di rector approves the exception, the Warden's nenorandum and t he
Regi onal Director's coments should be provided to the Assistant
Director, Correctional Prograns Division, Central Ofice for
revi ew and a deci sion.

[e. Work Evaluation. (1) At the end of each nonth the work
det ai | / program supervi sor shall conpute the hours worked by the
inmate and the pay to be awarded for that nonth.]

The work assignment supervisor shall record the nonthly or
gquarterly work eval uation through the Wrk Performance Rating
form (BP-S324) (Attachnment C). Unit staff shall purge the
BP- S324 after evaluation information has been incorporated into
the inmate's Progress Report. Monthly reports are required for
i nmat es whose work performance i s average or bel ow regardl ess of
institution |location or status.

[(2) An inmate shall receive performance pay only for those
hours during which the inmate is actively participating in a work
assignment or an education/vocational program

(3) The work detail/program supervisor shall rate the
inmate’ s performance in each of several categories on a nonthly
basis when the inmate’s work performance is average or bel ow
average or on a quarterly basis when the inmate’s work
performance is above average. For exanple, an innate may be
rated in such categories as quality of work, quantity of work,
initiative, ability to |learn, dependability, response to
supervision and instruction, safety and care of equi pnment,
ability to work with others, and overall job proficiency. Any
exception to the work performance eval uation procedures cited in
t hi s paragraph requires approval of the Assistant D rector,
Correctional Progranms Division, Central Ofice. The work
det ai | / program supervi sor shall review the evaluation with the
inmate. The supervisor shall request that the inmate sign the
evaluation form If the inmate refuses to sign the form the
supervi sor shall note this refusal on the evaluation and, if
known, the reasons for refusal.]

Each staff supervisor shall nonitor and evaluate the work
performance of each inmate assigned to the detail. |If the
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inmate's work performance is satisfactory, the hourly rate
established for that grade shall apply. Inmates are to receive
Performance Pay only for satisfactory work performance, and not
receive it for just "being on the job."

The work assignnment supervisor forwards Wrk Performance
Rating forns to the departnent head for approval and
consolidation into the departnent’'s Performance Pay payroll.
After payroll consolidation, the forns shall be forwarded to unit
teanms for placenent in the Inmate Central File.

[f. Bonus Pay. Wen the supervisor of an inmate worker or
program partici pant believes the inmate has nade excepti onal
acconpl i shnents or appreciably contributed to the work
assi gnnent, the supervisor may recomrend that the innate receive
a bonus. For exanple, an inmate who works in excess of the
schedul ed work day can qualify for bonus pay. Witten
justification for the bonus request nust be forwarded to the
Depart ment Head for approval.]

Bonus Pay may be awarded to an inmate at any grade level. An
inmate who refuses to participate in the I nmate Financial
Responsibility Program may not ordinarily receive Bonus Pay.

The bonus may not exceed one-half of the inmate's nonthly pay.
A recommendation for Bonus Pay is nmade by the work assignnent
supervisor. Bonus Pay is provided to inmates through departnent
Per f or mance Pay savi ngs.

[g. Special Bonus Pay. An innate may receive special bonus
pay based on the inmate's exceptional work in a tenmporary job
assi gnnment, provided this assignnent has been previously
identified by the Warden, and approved by the Regional D rector,
as critical to the institution. Wen the supervisor of an inmate
wor ker assigned to this tenporary job assignnent believes the
i nmat e has perfornmed exceptionally well, the supervisor may
recommend that the inmate receive a special bonus. Witten
justification for the special bonus request nust be forwarded
to the Departnent Head for approval.]

An inmate may not receive both Bonus Pay and Special Bonus Pay
at the sane tine. Odinarily, an inmate who refuses to
participate in the Inmate Financial Responsibility Program may
not receive Speci al Bonus Pay.
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Speci al Bonus Pay may not exceed the inmate's nonthly pay.
Speci al Bonus Pay for a critical position is defined as one that
has institution-w de or systemw de inpact or is highly
technical. The Warden may identify a limted nunber of critical
positions for Special Bonus Pay, and nust obtain the Regi onal
Director's approval for these positions.

[h. An inmate's performance pay, once earned, becones vested.

i. Each inmate in performance pay status shall be notified of
nmont hl y ear ni ngs. |

12. PERFORMANCE PAY RATES. The Assistant Director, Correctional
Progranms Division shall issue an Operations Menorandum

periodi cally announcing hourly rates for Performance Pay. The
rate shall remain in effect, regardl ess of the Operations
Menoranduml s expiration date, until a new rate is announced.

13. [LNMATE VACATI ONS 8§8545. 27

a. An inmate who has worked full-time for 12 consecutive

months on an institution work assignnent is eligible to take a
five-day paid vacation at the inmate's prevailing hourly rate.
A recommendation for an inmate to receive vacation credit is nmade
by the inmate's work supervisor, through the Departnent Head, to
the Unit Team who shall approve the request if the inmate's work
performance qualifies for vacation credit.]

It is not necessary for an inmate to work on the sanme work
detail for 12 consecutive nonths to be eligible for a five-day
pai d vacation

Odinarily, an inmate who refuses to participate in the Inmate
Fi nanci al Responsibility Programis not permtted Vacation Pay.

[b. Staff shall schedule an inmate's vacation so it is
conpati ble with shop production and adm ni strative support
requirenents.

c. The Warden or designee may authorize an innmate to
accunul ate vacation credit when:
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(1) The inmate is transferred to another institution for
the benefit of the government or because of the inmate's
favorabl e adj ustnment (custody reduction); or

(2) The inmate is placed in a new work assignment in the
institution for the benefit of the governnment or institution,
rather than solely at the inmate's request or because of the
i nmat e' s poor performance or adverse behavior.]

14. [ ACH EVEMENT AWARDS 8§545. 28

a. Wth prior approval of the Education Departnent, each
i nmat e who conpl etes the Literacy program Vocational Training,
or related trades classroomwork that is part of a certified
apprenticeship program may be granted an achi evenent award from
per f or mance pay funds.

b. Wth prior approval of the Psychol ogy Services Departnent,
each inmate who is making satisfactory progress or conpletes a
residential drug treatnment program may al so be granted an
achi evenment award from performance pay funds.]

The Program Statenent on Education, Training, and Leisure Tine
Program St andar ds descri bes program conpl etion requi renents for
Literacy prograns, including English-as-a-Second-Language, and
related trades prograns. Prior to enrolling an inmate in any of
t hese prograns, education staff shall determ ne, and advi se the
inmate and the unit team if conpletion of the programw ||
qualify the inmate for an Achi evenent Award. The Supervi sor of
Educati on approves Achi evenent Awards upon the inmate's
satisfactory conpletion of the program The anount of the award
may not exceed $25.00. Education staff are to notify the unit
team when the inmate conpletes the program

The Drug Abuse Progranms Manual describes program conpl etion
requirenents for inmates in residential drug treatnent prograns.
Each residential program should advise the inmate of the criteria
to be considered for an Achi evenent Award. The Drug Abuse
Treat nent Coordi nator shall conplete the necessary requests for
award paynents, and for returning themto the Business Ofice.

For inmates with an "FRP Refuse" assignnent refer to the I nmate
Fi nanci al Responsibility Program Statenent for limtations,
gui delines, and eligible criteria.
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15. PROCESSI NG OF PERFORVANCE PAY

a. Anmonthly list shall be prepared to provide the nanes of
all inmates approved for Performance Pay. This |ist nust
i ncl ude:

nane,
regi ster nunber,

hours of satisfactory performnce,

hourly anmount paid or pay grade, bonus paid, special
bonus pai d, and,

1 total anount paid.

It is not necessary to include institutional assignnent,
rel ease date, or other information. Each departnment head shal
forward the departnent's nmonthly list to the |IPPC

b. The Warden shall certify that the inmates listed are
eligible to receive Performance Pay. The certified original of
this list shall be sent to the institution Controller for posting
to the inmate's account.

c. Inmates receiving Performance Pay are to be paid nonthly.
Performance Pay is ordinarily posted to an inmate's trust fund
account within 10 worki ng days of the closing of the pay period.

16. [SPECI AL AWARDS 8545. 29

a. |Inmates who perform exceptional services not ordinarily a
part of the inmate's regul ar assignment nay be granted a speci al
award regardl ess of the inmate's work or program status.
Exanpl es of actions which may result in the inmate being
considered for a special award are the foll ow ng:

(1) An act of heroism

(2) Voluntary acceptance and satisfactory performance of an
unusual | y hazardous assi gnment;

(3) An act which protects the |ives of enpl oyees or
inmates, or the property of the United States. (This does not
apply to informants);
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(4) Suggestions which result in substantial inprovenents or
cost-savings in institutional prograns or operations; and

(5 O her exceptionally neritorious or outstanding services
consistent with the general character of the precedi ng cases.

b. The special award may be given in the formof a nonetary
paynent in addition to any other award (e.g., extra good tine)
gi ven.

c. The Warden of each institution is enpowered to approve
speci al awards not exceeding $150. Awards in excess of this
anount may not be made unl ess approved by the Regional Director.]

The Monetary Special Award Recommendati on form (BP-S576)
(Attachnent D) provides the format for use in processing a
nmonetary special award. The Extra Good Time Reconmendation form
(BP-S390) (Attachnment E), shall be used when awardi ng extra good
tine.

17. [EUNDS DUE DECEASED | NVATES 8545.30. Funds due a deceased
inmate for work perforned and not yet paid shall be nade to a

| egal representative of the inmate's estate or in accordance with
the |l aws of descent and distribution of the state of the inmate's
domcile.]

18. [TRAINING 8545.31. The Warden shall ensure that staff
receive training on their roles in, and on the operation of, the
wor k and performance pay program The Warden shall al so ensure
that the inmate population is inforned of the work and
performance pay program and of the hourly rates paid to i nmate
wor ker s. |

19. ANNUAL | NTERNAL REVIEW The Institution Wrk and
Performance Pay Conmttee is to ensure an internal reviewis
conducted annually on the institution's total Performance Pay
pr ocedur es.

20. I NSTI TUTI ON SUPPLEMENT. Each Warden shall devel op an
Institution Supplenment to establish | ocal procedures for

i npl enenting and eval uating the I nmate Wrk and Performance Pay
Program The Institution Suppl enment shall include, at a m ni num
the foll ow ng:
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a. Menbership and organi zation of the Inmate Wrk and
Performance Pay Conm tt ee;

b. Designation of the Inmate Performance Pay Coordi nator;

c. Procedures to ensure the devel opnent of position
descri ption;

d. Procedures to pay inmates rel eased before the end of the
posting peri od;

e. Establish tine franmes for submtting each departnent’s
Performance Pay to the I nmate Performance Pay Coordi nator for
revi ew, and,

f. ldentify procedures for the handling of |ong-term hol dover
inmates in regards to the Inmate Wrk and Performance Pay
Pr ogr am

A copy of the Institution Supplement is to be forwarded to the
Regi onal Correctional Progranms Adm nistrator for review and
approval before issuance.

/sl
Kat hl een Hawk Sawyer
Director
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Pl ease access the | atest issuance of BOPDOCS for Form BP-
S574.52, PGOSI TI ON DESCRI PTI ON AND STANDARDS.
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Pl ease access the | atest issuance of BOPDOCS for Form BP-
S575. 052, PERFORMANCE PAY DAI LY RECORD - | NVATE.
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Pl ease access the | atest issuance of BOPDOCS for Form
BP- S324. 052 WORK PERFORMANCE RATI NG - | NVATE
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Pl ease access the | atest issuance of BOPDOCS for Form
BP- S576. 052, MONETARY SPECI AL AWARD RECOMVENDATI ON - | NVATE.
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Pl ease access the | atest issuacne of BOPDOCS for Form
BP- S390. 058, EXTRA GOOD Tl ME RECOMVENDATI ON.



